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A timely report from Human Resources to the staff of the
American Institute of Certified Public Accountants

July 17, 1989
Tuition
Reimbursement

We have been advised by the American Payroll Association
that under the Technical and Miscellaneous Revenue
Act of 1988, all educational assistance is tax-free
to employees up to an annual limit of $5,250.
Any
reimbursement over that limit will be taxable income
to the employee.

This tax-free status applies to any job-related course
on the undergraduate or graduate level.
To be deemed
job related, according to the Act, a course must maintain
or improve skills required for an employee’s current
job or be required by the employer as a condition of
employment in the employee’s current
job.
Courses
that cover any subject matter the employee chooses
or that prepare the employee for a promotion or for
another line of work, do not qualify as job-related.
Effective immediately, any course for which an employee
is requesting reimbursement must meet this federal
job-related
definition,
otherwise
it
will
not
be
reimbursable.
This new policy supercedes any and all
previously published policy guidelines.

Career
Anniversaries

Congratulations to the following staff members
last week celebrated various anniversaries with
Institute.

who
the

Anniversary

Bea Sanders
Joe Moraglio
Len Green
Lauren Moran

Relations w/Educators
Federal Govt Relations
Financial Management
CPE Marketing

28th
13th
11th
8th

Institute's
Year End

Reminder:
For
accounting
purposes,
the
Institute's
year end is July 31, 1989.
So the books can be closed
and the financial statements prepared for submission
to the Board of Directors, it is essential for all
employees to complete their monthly time reports for
July and have them delivered to Accounting by noon
on August 1, 1989.
If you are going to be out-of-town
or on vacation during late July or early August, complete
your time report in advance and forward it to Accounting.
All employees should comply with this schedule.

Introducing
Colleen
Sutherland

Colleen has joined the Institute staff as a Secretary
in CPE Marketing.
Prior to joining the staff, Colleen
worked as an Administrative Secretary for Irving Trust
Company.

AICPA MEDICAL EMERGENCY PROCEDURES
KEEP HANDY FOR QUICK REFERENCE

1.

CALL ASSOCIATED AMBULANCE
SERVICE AT
809-LIFE.
A dispatcher will answer.
(A staff member who
is actually with the patient should place the call
from the nearest phone to answer questions about
the patient's condition.)

2.

SPEAK SLOWLY AND DISTINCTLY.
Give the dispatcher
your name (hot the patient's name) and say that
you are calling from the American Institute of
Certified Public Accountants.
The dispatcher will
ask you for the patient's age, sex, name, and whether
or not the patient is breathing and conscious.

3.

ASK SOMEONE TO CALL HUMAN RESOURCES,
6206) while you are talking to the
to advise you have a medical emergency.

4.

THE DISPATCHER MAY ASK YOU TO REPEAT part of the
information and ask other questions and will also
confirm our address and entrances to the building
and what floor the patient is on.
Answer all
questions as completely as possible.
The dispatcher
will put you on hold.
Wait for the dispatcher
to hang up first.
He or she may need additional
information to radio to the ambulance crew en route
to our offices.

5.

CALL THE TWO NEAREST CPRs (those employees trained
in cardio pulmonary resuscitation) to come to your
assistance.
Their
extension numbers
appear on
the back cover of the AICPA Telephone Directory.

6.

CALL THE BUILDING FRONT DESK on 489-3025 to report
that an ambulance is coming and to ask that a freight
elevator be held for the stretcher.

7.

SEND TWO PEOPLE TO THE LOBBY, one to wait at the
designated building entrance, the other to stay
by the elevator and to lead the ambulance crew
to the patient.

8.

STAY WITH THE PATIENT UNTIL HELP ARRIVES.
Do not
move the patient unless failure to do so would
further endanger his or her life.

9.

OBTAIN ANY MEDICAL INFORMATION concerning the patient
which might be of use to the ambulance crew.

10.

STAY CALM.

(ext -6202
dispatcher

